
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS NANAGEMENT DlVKlOW 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

, 

FOR AGENCY USE 1. M c y  Addrep 
~ p p ~ i c a r i ~ ~  an Department o f  Education 

O f f i c e  of Admin is t ra t i ve  Services 
Faci 1 i t i e s  and Transpor tat ion D i v i s i o n  
At lanta,  Georgia 30334 

App(iotiw,Nurnber 

FOR RECORDSMANAGEWENT USE 
Appliotim Number 

€52-%L 
mte~sceivd me bmptmd 

% A Y  6 195q K A Y  1 9  1982 

3. A&n Requened 
a. fl Establish Retention Schedule; record will continue to aewmulate. r b. 0 Dispose of present accumulation; no further accumulation anticipated. 

Earliest Lnest 
1975 1 Present 

c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void 
4. Dates of Sari= I 5. Records set i  Title (followed by title uopd in office; if different) 

Faci 1 i t i e s  and Transpor tat ion D i v i s i o n  School System F i l e s  

- 

7. Record Serb  W i t i o n  This  file contains the following dowments (inrlua form numbenand titles, ifany): 
Attach samples of the file. 

Documentsrebtimgto: a s s i s t i n g  l oca l  school systems by p rov id ing  in fo rmat ion  and 
responses t o  requests concerning f a c i l i t y  and p u p i l  t r anspor ta t i on  laws, 
p o l i c i e s ,  regu la t ions ,  ent i t lements,  and appropr ia t ions .  

Indudedare: copies o f  correspondence between local school systems and D iv i s ion ,  
between the  F a c i l i t i e s  Section and Pup i l  Transpor taf ion Section personnel 
and loca l  school systems, and between the D i v i s i o n  and o ther  DOE d i v i s i o n s  
and o f f i c e s ;  copies of cont rac ts  between l o c a l  school systems; l o c a l  board 
o f  education reso lu t i ons  r e l a t i n g  to f a c i l i t i e s  and t ranspor ta t ion ;  e tc .  

< .~ Fileisma&: a l p h a b e t i c a l l y  by school systems; ch rono log ica l l y  by most recent  

How often are records referred to which are: 
'.. f i ve -year  f i s c a l  year period, . .  

8. bnth ly  Reference h t e  

chw to six monthsold ; Seven to twelve months old ; T h i i n  to twenty-four months old 
~~ 

twenty-five months and older 7 
9. AnAubl Rate of Aaumulationof Records 

' 

; Legaljze drawers ' ; s h e l v e  ; Other (gosiry) 
<.~- . - .  Letfer-rize drawers 



X 

X 

1 11. I 

8. I S  dW O f f l l I  copl Of &W2 SWk? 
If not. where is it? 

b. Doer the series contain confiit ial infornution requiring rarity handling? tf yes, &e law or regulation. 

Mention Requiremnts The following requires the nrier to be kept: 

a. StauLsw VWrS. d. Audit period years. 
years. 

L Federallaw years. ' 1. Federal refention inmuctions years. 

Attach wpy or ex& of laws or regulations. Explain adminimatin need. 

b. Statute of limitation years. c. Adminimatin need 10 

~. . . .  ~. . . .  

These records are  needed for 10 years t o  a s s i s t  LEAS concerning f a c i l i t i e s  . . .  ~. . . .  . 

~ .. 
' and t ran 'spdr ta t ion  needs: 

. .  .~ . 

12. Approved Dbpoution Instructions . This agenw recomknds that the file.seFis be cut off a t  the end of each: 
. O  Calendar Year: IB Fiscal Year: 0 Omer . then. 

.~ 

93 Hold in the wrrent files area 
0 Transfer to local holding area; hold 

E4 Destroy. 

0 Other &eciWl 

month(s) 5 v c a i ~ ;  then 
yeark); then 

Transfer to State Remrdr Center: hold ' -5 y'barls); then 
~~ 

0 Transfer to State Archives for permanent retention. 

These imuctions apply to all pior n d  fuhn acarmulationr Of th~ aries. 

3ecommendatiom in para- 
raph 12 are approved. 
'If disamwd. an& letm 
,f exp&nationJ 


